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Conference Calling at a Glance
The State of Delaware’s preferred conferencing tool is “Skype for Business”.

The DTI Conferencing Calling feature is an online Microsoft meeting space hosted by the State of Delaware. This

feature allows you to communicate with your colleagues using telephone conferencing over a State of Delaware
communication network.

Joining a Conference Call

If you are invited to a conference call through Outlook, you will need the following information to dial in:
e Dial-In number for the Conferencing Center (302) 526-5475.
e Conference ID

Leading a Conference Call

To join as a Conference Leader, you will need:
e Dial In number for the Conferencing Center (302) 526-5475.
e Conference ID
e Your Personal Identification Number (PIN)
NOTE: If the Conference Leader identified presenters while setting up the Skype Meeting, the identified
presenter(s) may open the meeting for the leader by entering their own 10 digit telephone number
followed by the # sign when prompted.

Detailed Conference Calling Instructions

Joining a conference call

When you receive an e-mail invitation to participate in a conference call, the invitation will look like the below
image. To participate in the conference call, you will need the Skype Meeting phone number, conference ID and
passcode, if required.

Meeting | Insert  FormatText  Review
ﬁ (3] calendar ﬁ =l @ @ D A= ﬂ g;ﬂ ﬁﬂ B show as 5 R @ T WL & Frivate [ 5]
Bfomera- || e | =G We 4 et | W oy o m 1\

1 High Importance

Cancel ing Tracking | Join Skype Meeting | Contact Address Check Response 1 Reminder: None -|Recurrence Time |Room || Categorize Zoom
Meeting (] Onenote | Assistant - Meeting Options | Attendees~ Book MNames Options~ Zones |Finder - ¥ Lowimportance
Adtions Show Skype Meeting Attendees Options Tags Zoom
© 1 attendee accepted, O tentatively accepted, 0 declined,
i Tou |AttEndEE 1; Attendee 2; Attendee 3
Seng | Subject | Meeting subject
Updat
PO Location:  [Skype Meeting
Starttime: | Wed 3/30/2016 [~ [2:00 am ~| [ AN day event
Engtime:  |Wed3/30/2016 - 1000 am
. . -{; To join the Skype Meeting from your calendar invitation click on "Join Skype Meeting". i
= Join Skype Meeting
Thisisan online mesting for Skype for Business, the professional

meetings and communications app formerly known as Lync.

Join by phone gﬁ To join the Skype Meeting from your phone dial the number provided in the invitation. l
302) 526-5475 (State of Delaware English (United States)
Find a local number I

=_ Click on the link to "Find a local number" .

Conference 1D: 304905
Forgot your dial-in PIN? |Help
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Join Skype Meeting
Selecting “Join Skype Meeting” launches a new dialogue box in which 4 options are available.

Join Meeting Audio

® Use Skype for Business (full audio and video experience)

Call me at:

Don't join audio

Daon't show this again

FYL: Find these settings in Options under Skype Meetings.

“ Cance'

1. “Use Skype for Business” will allow you to directly connect through your computer. NOTE: In order to
use this mode, you must have microphone, speaker, headphone capability established on your pc.

‘& 1 Participant

Locks like you're the only one on the call.

Your Name will appear here

2. “Call me at:” will allow you to provide a phone number for the leader to call you.

Edit Phone Number
Type the number

FYL If you're making an international call, you'll want to
include the right country and region codes,
Get examples

0K Cancel
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3. “Don’tjoin audio” is a good option if you do not have microphone, camera, and/or speakers on your
pc. In this case you will see the meeting through the pc and use your phone to call into the audio
portion of the meeting. Or you can simply listen through the phone if you do not have a pc available.

- ] Conversation (1 Participant)

Conversation @
© 1 Participant

o Want audia? Call from S| for Business or another phone. -

Q00 ©

4. “Don’t show me this again” if checked will prevent the dialogue box from rendering in the future.

However, the setting can still be changed in Options under Skype Meetings.

® Skype for Business

File Meet Now Tools Help
What's happening today?
Kope, Dorothy M (D

In 3 conference call *
®  Setvour Location ¥

; o BH E To restore this setting open Skype and select "Tools" and then "Options". I &~
Find someone or dial a number Q
GROUPS STATUS ~ RELATIONSHIPS MNEW 2
I FAVORITES
I OTHER CONTACTS (27)
Skype for Business - Options @

Make sure this box

General ation wi .

Personal Reopen my conversations when I sign in IS che_ckelcli aﬂﬁj then

Contacts List click "OK".

Gtat Show call controls when Skype for Business is in the badkgroun

us

My Picture Help us improve

Phones

Hlerts Office can collect statistics from all of your Microsoft Office applications about stability problems, system

" configuration, and features you use most frequently. This information is sent to Microsoft to help us
improve Office.

Ringtanes and Sounds

Audio Device Sign up for the Customer Experience Improvement Program Learn Mare

Video Device i . X X X .

cal F i Skype for Business can send info to Microsoft, such as error logs, device configuration, and info about

i Sonn.\la ing how you use the app. This info helps us fix problems, and improve this and other Microsoft products.

ile Saving : : )

Recording ["]5end Skype for Business Improvement Program info to Microsoft Learn Mare

Skype Meetings
Help your suppart team help you
Logging in Skype for Business: Full hd
Also collect troubleshooting info using Windows Event logging Learn Mare
Application window
Minimize to the notification area instead of the task bar

o Concel | [ rep |
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If the conference call has started, you will be joined in to the conference call. Otherwise, you will be placed on hold
until the conference call starts.

If you are a Skype Meeting call leader please see “leading a conference call”.

Join by phone
Selecting “Join by phone” launches the Lync Conference Call and allows you to click to call the number provided in
the meeting invitation. The Conferencing Attendant will launch and you will be asked to enter the conference ID.

‘Conferencing Attendant

2 Participants al o9 &F

Open Call Confrols to

enter the conference ID

fallowed by the pound
sign (#).

Conferencing Attendant

Find a local number
Selecting “Find a local number” launches the “Skype for Business Server” where you will find information on dial-in
conferencing settings and PIN Management.

@ Skype for Business Server

Dial-in Conferencing Settings and PIN Management
Personal Identification Number (PIN)

To set your PIN and Conference ID you must first sign in.

SignIn

Conference Dial-in Numbers
Region Number Available Languages
State of Delaware (302) 526-5475  English (United States)

State of Delaware North ~ (302) 256-5875  English (United States)

In Conference DTMF Controls
DTMF Feature

5 Mute or unmute your microphone

4 Toggle audience mute

7 Lock or unlock the conference

g Enable or disable announcements for participants entering and exiting the conference
"3 Privately play the name of each participant in the conference

*1 Play a description of the available DTMF commands

8 Admit all participants currently in the lobby to the conference

The DTMF commands listed above may differ based on the configuration on the Organizer's
site. To ensure accuracy, please click on the "Find a local number” link in the invite for your
meeting.
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Leading a conference call

To join a conference call as a leader you will need the Skype Meeting phone number, conference ID, and your
PIN*. If presenters have been assigned to the conference call, they may start the conference call by entering their
10 digit phone extension number and the # sign. The participants in the conference call will hear music until a
leader joins the conference call.

*If you have not been assigned a PIN, see “updating your PIN” section of this manual.

Scheduling a conference call

Before you can schedule a conference you must have Outlook configured for Conferencing settings, See Install
Software.

In Outlook Calendar, click New Skype Meeting.

m Home 5end / Receive Folder View McAfee E-mail Scan

B ERB & |BEE EE b3

MNew MNew New Mew Skype Today Mext7 Day Month Schedule Open  Calen
Appointment Meeting Items Meeting Days < View Calendar ~ Groug
MNew Skype Meeting Go To P Arrange | Manage Calend:

4 April 2016 » E

o TuWe Th Fr 5a 4 » April 04 - 08, 2016
§ 29 30 31 1 2
4 5 6 7[8] 9 ‘4 Manday
1 12 13 14 15 1A

The appointment box will open in a new window. Create your meeting invitation. You can enter the
names of attendess several ways as shown below.

PG | mteeting Insert Format Text

Review  One way to add participants is

x [ catendar ﬁ ’ erUgh the "Scheduling B showas: B usr D @ (&) Private R
2 Forward ~ Assistant". You may also use — ¥ High Importance

Delets A it it| Schedul i . - R Ti Cats Zoc
9 Slononce |[PPOMBENrclne Ry o assistanttoseo e | & seminder tveur - tecmence i |Bagg ]| uegoes g ol | oo

Actions Show Skype availability of your guests. Options = Tags Zoom
Invitati h tb it f
O i rner aaoerrod” 1f you know the correct Select Attendees and Resources: Global Address List =]
names of your guest you

To... Search: @ Mameonly () More columns  Address Book

=3 | subject
Send

Location: Fenating

~—

Starttime: | Thu 4/7/2016 \wu AM - | [E an day evenit

End time: | Fri 4/8/2016 :00 AM o

may type them directly
into the "To..." field.

[ | Go | Global Address List - Dorathy.kope@state.de v  Advanced Find

[ Name Title Business Phone |

.
£ 112756, Ipad (K12) N
€ 1510 Nb Cart, Polytech {K12)

£ 1983, Litigation (DOJ)

A

€ 1sd16 (K12)
fo 2, FlK12) Faculty I This is the pop up dialog box. I
£ 2001 Computer Lab, Polytech {K...
. . 211 English_SG
> Join Skype Meeting { Clicking on "To..." brings up 211, Delaware (MailBox Resources)

a dialog box where you can 211.English (MailBox Resources)
2345, Test1 (K12)

2560 Computerlab, Polytech (K12)
2700 Computer Lab, Polytech (K...

2705 Computer Lab, Polytech {K...

This is an cnline meeting for Skype for Busin search for participants and

meetings and communications app formerly| add them to "Required” or
"Optional" on the email

Join by phone frvite. 2nd Floor, Techradd (K12) il
(302} 526-5475 (State of Delaware) ——— i v
: When you find the —
Find a local number [Requred—> ] | correct ryl;::ipient add [
Conference ID: 304905 [_optional = | | them to tr_er:mlllr‘ecl or
o == optonal |
Forgot your dial-in PIN? |Help x
ox
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Using Scheduling Assistant allows you to see availability of participants.

File. Meeting Insert Format Text Review
XLIJCE'E"“' ﬁn S) D gl BSH @ @ B showas: E
- <8
Lain Sluns Mast |_Add

ﬂ; Forward =
Delete @O e Appointment |Sch boach B wder 1 ho
neiNote . . -

Availability of guests is shown. Legend at the bottom

Acdtions Show .
helps you to understand what is shown. For example

1 Guest 2 is "Out of Office”
=3 Send .|| 100%] -

9:00 10:00 11:00 12:00 1:00 2:00 3:00 4:00 5:00
B || All Attendees

n Guest 2

B eema R R T A
Click here to add a name .
Add Attendees... | Options Start time: |Thu4,’?,‘2016 . |12:m AM .
Add Rooms.., End time: |Fri 4/8/2016 - |12:00 AM -
Busy . Tentative Qut of Office Mo Information Outside of working hours

If you are scheduling this conference call for someone else, click on Meeting Options. This allows you to
set preferences for managing who can present and who can automatically join your call.

File. l Meeting Insert Format Text Review
QCalendar 1113 | '“_i:i') =153 ]

x A | = | .
g Forward ~

Delete Appointment Scheduling Join Skype Meeting Cahcel Address Check Re
@OneNote Assistant Meethg Options | Invitation Book MNames O
Actions Show Skyp Attendees

@ Invitations have not been sent for this meeting.

The Skype Meeting Options window will open. To configure conferencing to add an alternate leader(s), click A
New Meeting Space (I control Permissions) and select who can present in the conference call. Presenters can
allow people into the meeting.

Skype Meeting Options @
Perrmi
Srmissions Where do you want to meet online? Help me decide
Phone
About @) A new meeting space (I control permissions)
Each meeting I create is held in @ new space with unique entry info. I choose who
gets in and what they can do in the meeting.
() My dedicated meeting space (less secure)
All meetings I create are held in the same space with the same entry info. People from
Make your selection as to my company can getinto the meeting at any time as presenters.
who can immediately enter . )
- These people don't have to wait in the lobby: Why do I use this?
the call or who has to wait P &F —
[Anyone (no restrictions) = | Drop down options include:

Only me, the meeting organizer
People | choose

Announce when people enter or leave Anyone from my organization
Anyone (no restrictions)

Callers getin directy

Make your selection as to
who can present Who's a presenter?

;h..{-knyone from my organization ~ || Choose presenters

Presenters can share content and let people into the meeting.

L~ Do you want to limit participation?
[~ Disable M
[T Mute all attendees

Make selections based
on your preferences [C]Block attendees' video
Presenters can share audio and video.

Remember Settings ] [ QK ] [ Cancel
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To designate different leader(s),
click Choose presenters to the
right of the drop down box for
“Who’s a presenter?” Select each
attendee that you wan to be able
to lead the meeting to Add>>
them to the Presenters list.

Oinby presenters are able to share their desktop and applications, present files, and manage
meeting options including admitting people into the meeting.

Attendees Presenters

Meeting Opticons Presenters @

Messina, Ann M_{DTI) Waters, Pamela M. (DTI}
Kamboj, Baljinder K {DTI}
Shockley, Joe C. {DTI}

Select name ar
names from the F’resenters_names
Attendees list. will show will be
Hold the shift kev mowed to this area.
and click on
multiple names
to quickly add
“ (10 | 2 4 | e ]
[ oK | [ cancel

After Presenters have been
selected, check that all
information is correct, included
scheduled date and times. If the
information is correct click Send.

B Invitations have not been sent for this meeting,

T0.. l |5 the Attendee list correct?

Subject: ‘ Is the Subject line correct?

Location: ‘5"1’“ Meeting [ Are dates and fimes carrect?

£00 P | [ and

Start time: |Thu 47111018 -

415 PM -

End time: |Thu 47111018 -

Installation of software to schedule conference calls

Install Software

If you are directed to install the Office Dial-In Conferencing client, and you are behind a State firewall, you must

have Administrator rights on your computer to install the Office Dial-In Conferencing client plug-in. If you do not
have Administrator rights on your computer, you must contact your agency desktop support group to install the
software. If you have Office 2013 or 2016, Lync (Skype) is included with the software package and should already

be visible in the Outlook ribbon.

***Close all running programes, it is especially important to close Microsoft Outlook***,

Audio Conference calling with Skype requires that a client program be installed on your computer. Copy and paste
this address into your browser: HTTP://software.state.de.us/.

Select the file Skype For Business
from the directory.

9/15/2015 9:40 AM <dir> Pulse

3/10/2015 12:43 PM <dir> SCCM

3/16/2016 2:23 PM <dir> Skype For Business
1/13/2015 11:17 AM <dir> StateSeal

OPR: DTI/Engineering & Infrastructure/July 2016 9 of 12
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software.state.de.us - /Skype For Business/

After opening Skype for Business

[To Parent Directory]

select the appropriate software
download for your operating system
(OS).

1/13/2015 1
10/8/2015
2/10/2016
1/7/2016
3/16/2016

1:16 M <dir> MAC

2:15 B <dir> Skype for Business Client Quickstart Guides
2:28 BM <dir>» SkypeWebAddin

5:49 BM <dir» Videaos

2:23 BM <dir> Windows

Once you have opened the appropriate software for you OS, you will need to make a selection based on additional

details of your OS. For example, Windows user may select the software for either a 32 or 64 Bit machine.

software.state.de.us - /Skype For Business/Windows/

[To Parent Directory]

11/4/2015 10:35 &M

29 Skype for

Business Software Key.txt

10/8/2015 1:57 PM 540317696 SW DVD5 Skype for Business 2016 €4Bit English MLF X20-42352.1I50
10/8/2015 1:56 PM 465598464 SW DVD5S Skype for Business 2016 W32 English MLF X20-41250.I50

In this example the SW DVDS Skype for Business 2016 W32 English MLF X20-41250.I1SO has been selected.

Do you want to open or save SW_DVD5_Skype_for_Business_2016_W32_English_MLF_X20-41250.150 (444 ME) from software.state.de.us?

Open Save | ¥ Cancel

The Skype Conference Call client will be installed on your machine.

***Be sure to close all running programs. It is especially important to close Microsoft Outlook***

Personal Identification Number (PIN)

Select or Update your PIN

To join a conference call as Leader or Presenter

you must use your Personal Identification

Number (PIN). A PIN is not necessary to join a

Skype Meeting.

To access your PIN information go to
https://dialin.state.de.us/.

E=B{ :\ )] | &) https://dialin.state.de.us/

orites JEELIEE Help

@ Skype for Business Server

Dial-in Conferencing Settings and PIN Management
Personal Identification Number (PIN)

To set your PIN and Conference ID you must first sign in.

Sign In

Conference Dial-in Numbers

OPR: DTI/Engineering & Infrastructure/July 2016 10 of 12
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@ Skype for Business Server

Dial-in Conferencing Settings and PIN Management

You must “Sign In” to manage these settings.

You will sign in using your network logon Sign In

credentials.

Sign in using your network logon credentials.

Language: |Eng|\sh {United States)

V| Sign In

Sign in with a different account

Back to main page

Once signed in you will see information about your
PIN including the expiration date, phone number
and phone extension.

A link is provided to Reset Your PIN.

You can also see your Assigned Conference
Information and make changes by clicking on Reset
my Assigned Conference Information as shown in
the picture to the right.

@ Skype for Business Server

Dial-in Conferencing Settings and PIN Management
Personal Identification Number (PIN)
Use your PIN when dialing in to conferences and meetings on your company network.
PIN Expiration:
Phone Number:
Phone Extensior.

Forgot your PIN or need to change it?
Reset your PIN

Assigned Conference Information
Give your Assigned Conference information and the dial-in phone numbers to people you
want to invite to your conference. When participants join the conference or meeting from
their phone, they will be prompted to enter the following information.

Conference ID.
Meeting URL:
Reset my Assigned Conference information

Mote: People with an account on your corporate network should use their PIN to join the
conference.

Reset Your Pin brings up the dialog box that allows
you to reset your PIN. Instructions on formatting the
PIN are provided.

You can also access PIN information directly from a
Skype Meeting on your calendar or when you
schedule a new Skype meeting by selecting “Forgot
your dial-in PIN?” in the body of the meeting
invitation. This will take you to
https://dialin.state.de.us/ where you can follow the
same instructions as provided above.

If you have not been issued a PIN or require any
assistance with resetting your PIN please contact your
organizations IT support staff. If your support is
provided by DTI please contact the DTI Service Desk at
739-4DTI (4384).

OPR: DTI/Engineering & Infrastructure/July 2016

@ Skype for Business Server

Dial-in Conferencing Settings and PIN Management

Set Your PIN

Your PIN:

- must be between 5 and 24 digits long

- cannot contain letters, spaces or special characters

- cannot contain repeating or consecutive numbers, or match your phone number or
extension
You use this PIN when you dial in to conferences and meetings on your company network.

ok ||

MNew PIN:

Cancel |

Personal Identification Number (PIN)

@ A phone number has not been configured for you. Please contact your support team
with this information.

11 of 12
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Additional Information

If you are signed into the state network you should be able to view the following documentation.

Quick Start Guides in PDF

SkypeforBusinessQuickStartGuide-AudioSetupandMakingCalls.pdf

SkypeforBusinessQuickStartGuide-ContactsPresenceandIM.pdf

SkypeforBusinessQuickStartGuide-Meetings.pdf

SkypeforBusinessQuickStartGuide-SharingandCollaboration.pdf

SkypeforBusinessQuickStartGuide-Video.pdf

Skype for Business Videos

Skype for Business Step-by-Step.mp4

Skype for Business

Overview

Better Desktop Sharing.mp4

Skype for Business

Overview

How to use the Contact List. mp4

Skype for Business

Overview

HowToScheduleASkypeMeetingAndVideolnYourMeeting.mp4

Skype for Business

Overview

Impromptu Meeting.mp4

Skype for Business

Overview

Managing Meeting Participants.mp4

Skype for Business

Overview

Office Integration.mp4

Skype for Business

Overview

Recording your Meeting.mp4

Skype for Business

Overview

Tools for Collaboration.mp4

Skype for Business

Overview

Using Presence and Instant Messaging.mp4

What is New in Skype For Business.mp4

NOTE: These listings are subject to change. Please visit View all Quick Start Guides for the most current

information.

Please send additions, corrections or suggestions to the attention of the DTI_BPM_Program

(DTI_BPM_Program@state.de.us).
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